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Introduction

Background

The Real Estate Assessment Center (REAC) is a U.S. Department of Housing and Urban
Development (HUD) national management center created to centralize and standardize the way
HUD monitors and evaluates the physical condition as well as the financial assessment of HUD
properties. This includes over 3,000 Public Housing Authorities (PHA) and over 30,000 Federal
Housing Administration (FHA) multifamily insured, direct loan, HUD-held, and Section 8 project-
based subsidized properties.

The Physical Assessment Subsystem (PASS) is being developed by REAC to monitor the
physical condition of HUD properties based on on-site physical inspections. One component of
PASS is the Checklist. The Checklist compares the original data pulled from the source system
with data collected during the physical inspection to identify and assess any discrepancies in the
data. REAC personnel use the Checklist to analyze the quality of the physical inspections
performed to determine if HUD should pay the contracted inspectors.

Objectives

The purpose of the PASS Checklist is to provide REAC users with accurate information to
effectively manage physical inspections performed by contractors and QA inspectors. The
Checklist provides information on the property, participant, scoring, site, buildings, and
inspected items for completed inspections.

The Checklist displays any discrepancies between existing data and the data collected by the
contracted Inspector for a given property. These “inspected items” are displayed on the screen
for REAC users to review and challenge. Upon reviewing each inspected item, the user decides
whether to accept the inspection and pay the contractors, or to reject the inspection and stop
payment while REAC pursues further investigation.

Each physical inspection is reviewed by a REAC Engineer and Government Technical Manager
(GTM). Using the system, the GTM can send any challenged discrepancies to the Contractor
for further clarification.

PASS Checklist is primarily used by REAC personnel responsible for auditing physical
inspections. In addition, contracted Inspectors are notified of, and asked to clarify, any
discrepancies in their inspections using PASS Checklist. Authorized users can access the
Checklist via the Internet/Intranet through HUD secure connections.
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Glossary of Terms
CIDR Centralized Integrated Data Repository
DCD Data Collection Device
FHA Federal Housing Administration
GTM Government Technical Manager
HUD U.S. Department of Housing and Urban Development
IBS Integrated Business Structure
N/A Not Applicable
NOD No Observed Deficiency
oD Observed Deficiency
PASS Physical Assessment Subsystem
PHA Public Housing Authority
PIH Public and Indian Housing
QA Quiality Assurance
REAC Real Estate Assessment Center
REMS Real Estate Management System
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Getting Started

Navigation Basics

A browser allows access to web pages on HUDweb. HUDweb is HUD’s intranet or internal
communications network, available only to HUD. HUD uses Netscape as the browser. The
HUDweb can be accessed from any HUD computer desktop.

Web Page

The web page is a document or application with a unique address on the Web, including links to
other pages. The HUDweb main page is shown below as an example.

title bar
<—— control icons
B bl Les' e Coaamcer: Hew menu bar
i ¥ E ] i | - ol * & &
Fuddclad s Geeicn  MeHDgd  Fla Seoan tool bar
b Bochmaes b Loookn[m ra e imd g, 0 ol s i

L”f% hudweb - ) — URL (location
p—_— identifier)

L] FWEST FOR THE FUTURR
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link
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.. . -. , III.|I:|!|'::II- I.'I:I'LF?ITE-

SERFCH I— o

—— status indicator

T il il ..-._,.J_l.u_;\

Title Bar

The title bar at the top of the page displays the title of the document or application of the Web
page that is active or currently displayed. When more than one window is open, the title bar of
the active window is bold; the other open title bars appear faded.

Control Icons

In the right corner of the title bar, there are three control icons. With a mouse click, the Minimize

icon reduces or minimizes the window to the bottom of the page. To enlarge the window
back to full size, click on the appropriately titled box at the bottom of the page. The Minimize/
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Maximize icon reduces the window to a smaller size, allowing the user to view other open
windows or the desktop. To enlarge the window back to full size, click on again.

The last control icon is the Close icon. Clicking on this control icon closes the browser
application (and the document or application open within the browser) and returns the user to
the desktop.

Menu Bar
The menu bar provides drop-down menus for browser functions. By placing the cursor over a

menu item and clicking on it with a left mouse button, the drop-down menu appears. Highlight
the appropriate menu function with the cursor to make a selection.

m Edi “ew Go Communicelor Help
Hew .
Opsan Faoa Lrl+0
Gomm A i Bl
Seng Page..

EdePage

i "
Fage Sohup_..

Prinl Prewies

| port |
Do Cirl o'y
Exit Cirl=0

Available menu functions are text items in bold. Menu functions that are not available appear
faded and cannot be activated.

Tool Bar

The tool bar consists of buttons representing browser functions.

-y - A4 4 = = 1 = ]

Back =arvaErd s FReload Haome mearch  MNetscape Frint SeCurty =] ]

Available functions are buttons with bold text and graphics. A tool bar button appears faded if
the function is not available.

Location Identifier
The unique location of the Web document or application is called the Uniform Resource Locator

(URL). The URL is used to find a particular Web page among all the computers on the Internet.
Enter the desired URL in the Location field and press the Enter key.
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NOTE: The field is labeled “Location” for an Internet site. It is labeled “Netsite” for an intranet
(internal/within the organization) site.

Status

The Netscape browser indicates the status of the action being performed. If the browser is

performing an action (for example, searching a database for information): the Netscape lss logo

]
to the right of the URL address appears to have comets flying across it, the Stop sign L& on

the tool bar is bold and red, and the status indicator line at the bottom of the page (next to the

lock Eb describes the status (for example, “Connect . . . Waiting for reply”). Upon completion
of the action, the logo returns to its static state, the Stop tool appears faded, and the status
indicator line reads “Document: Done.”

NOTE: The lock indicates whether the Web page is secure or not. Some Web pages can be
secured or blocked from other Internet users if the page contains sensitive information,
such as financial or housing information. If the lock is closed, the page is secure. If
the lock is open, it is not a secure Web page.

Links

A link provides a method to move quickly from the current page to another Web page. Links are
typically underlined, although they do not have to be. Click on a particular link, and it moves the
user to that particular page. Once the link is accessed, it typically changes color to indicate the
user has already accessed it once before.

Bookmarks

The Bookmarks function is a browser tool that provides the user with quick access to a Web
page. Once a Web page’s title and location is marked as a bookmark in the browser, the user
does not have to remember and type in the URL or go through a series of links to access that

page.

| .‘"Eﬂl:ll‘ﬂ'lﬂ.l‘l'ﬁ .\_ltl. Liasahdn |I|r|_. Jhudwed Fad qow -||| W,.-I- Whal's Falaled |

To bookmark the currently displayed Web page, click on Bookmarks to the left of the Location
field for the drop-down options. Click on the Add Bookmark option to mark the page. The Web
page location is added.
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All bookmark(s) appear in list form under the Bookmarks option. Clicking on a bookmark in that
list takes the user directly to that page.

REAC Technical Service Support

The Contractor’s Help Desk can contact staff in the Physical Inspection Operations area within
REAC for assistance Monday through Friday from 8:00 A.M. to 5:30 P.M.

REAC Technical Service Phone Number
1-877-406-9220

Technical Assistance Center

Users can contact the REAC Technical Assistance Center with any questions or problems
Monday through Friday 7 a.m. to 8:30 p.m., Eastern Standard Time. The REAC Technical
Assistance Center can be contacted by telephone or email.

REAC Technical Assistance Center Phone Number
1-888-245-4860
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Contractor Response Function

Accessing the Contractor Review Page

Users can access the PASS Contractor Response Function via the Internet.

To access the PASS Contractor Review page:

1. Double click on the Netscape icon on your desktop.

2. Under the toolbar, click in the Location field near the top of the screen. The URL (location of

the site) is highlighted.

2] Locsion [TEIESTTEE

|

3. Enter the following URL in the Location field:

https://hudapps.hud.gov/REAC

The Real Estate Assessment Center homepage displays:
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4. Click on online systems link. The Online System page displays.
I|I RN T AT T P T T} R H R f.Hai
L |
. | -
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5. Click on the button. The Secure Systems User Login page displays.
Uzername and Pazsword Bequired Ed
Enter username for Enterprize Semver at
hudapps. hud. gov:
Uszer Mame: I
Pazsword: I
QK Cancel
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6. Enter your User ID in the User Name field.

NOTE: Your User ID is the ADP code assigned to you by HUD. Your User ID is case

sensitive. Always use upper case (capital) letters for any letters within the User
Name field.

7. Press the Tab key to move to the Password field.

8. Enter your password. Click on the OK button and the Secure Systems warning page
displays.

all Seenre-Systems -
* ||'| * HUD

US. Diept. of Honsing
and Urban Development

Legal Warning

Misuse of Federal Information through the HUD
Secure Connection web site falls under the provisions
of title 18, United States Code, Section 1030. This law
specifies penalties for exceeding authorized access,
alterations, damage, or destruction of information
residing on Federal Computers.

Zontinue |
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9. Pressthe button. The Secure Systems page displays.

*I

jll Seenre: By
*

U5, Dept. of Homsing
and Urbam Development

Systems

* Physical Azsessment Subsystem (PASE)

System Administration - Guide

* Password Change

10. Click on the Physical Assessment Subsystem (PASS) link in the Systems section. The

Physical

* Zcheduling
* Eulk Tpload
mﬂsdﬂzlbtﬁ::m o Contractor Beview

Secure Systems
Menu

*I

Assessment Subsystem page displays.

Physical Assessment Subsystem
O

IH*
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11. Click on the Contractor Review link. The Contractor Review — Inspection Query page
displays.

contractor review

Creafed Ov May 3 2008 7:894AM for O ganizafion "HUDY

Upload |Successfully . .
‘ Problems  Uploaded Accepted Rejected | Posted Responded |Expired
Last Night 0 0 0 [ 0 1 2
ToDate |5 182 0 0 0 il 2
select Type:
& View Upload C View Download C View Summary
Area: Contract:
AL = | =
Inspector ID: Status Date:

From:l— i <
= To:l—lﬁ}j =%

— O |
—y

hd (o ddivyyy)
Inspection No.: Status:
I |Suu::u::essfu|l3,r Uploaded j
Yiew Upload |
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Contractor Review - Inspection Query Page

The Contractor Review - Inspection Query page consists of two sections: an Inspections
Uploaded table and an Inspection Query section. The Inspections Uploaded table at the top of
the page displays the number of physical inspection data transfer attempts, as well as the
number of physical inspections successfully transferred (uploaded) to the central database by
the Contractors. Links on the Upload Problems and Successfully Uploaded fields provide
access to Summary Reports. The Summaries accessed through the Inspections Uploaded
table list each inspection uploaded successfully as well as inspections that encountered errors
in the upload process.

In addition, data is provided on the number of responses returned for challenged inspection that
are either accepted or rejected by the GTM. The table also displays data on the number of
challenged items posted, responded and expired. Links are available on the Posted,
Responded and Expired fields that provide access to the Contractor Inbox.

The query section in the lower portion of the page allows the user to search for inspections
based on specified criteria, such as the area, contract, inspector 1D, status date, inspection
number, and status. Queries allow the user to view lists of uploaded and downloaded
inspections, and a summary list of uploads and downloads. Use the right scroll bar to view the
entire page.

contractor review

Creafed O May 3 2066 T 094 M for Or gavizafion "HLID®

‘ PH?]:ID::[S S]l};l;s:sdf:ily Accepted [Rejected | Posted |Responded | Expired

Last Night |0 o 0 o 0 1 E

ToDate |5 182 0 0 0 1L 2
Select Type:

& View Upload

© View Download © View Summary

Yiew LUpload |

Area: Contract:

AL = | =
Inspector ID: Status Date:

I From: I Y &

0 = To: I £l &

11 =l {mmfddivyyy)

Inspection No.: Status:

I |Successfu|ly Uploaded j

May 3, 2000

12



Physical Assessment Subsystem (PASS)
Checklist

Contractor Review Quick Reference Guide

Inspections Uploaded Table

The Inspections Uploaded table is a summary table located at the top of the Contractor
Review - Inspection Query page.

The first row of the table shows names of seven categories (columns). The categories are:

» Upload Problems category reflects the number of errors encountered during uploading
inspection data. This number is the total number of inspections uploaded but not
processed.

e Successfully Uploaded category reflects every inspection that was successfully
uploaded to the Centralized Integrated Data Repository (CIDR) and processed.

» Accepted (third column) and Rejected (fourth column) provide the status of the
challenged inspection once the GTM reviews the comments received from the
contractor.

» Posted column informs the contractor of the number of inspections that have been
challenged and sent for clarification.

 Responded column is updated once the contractor reviews the challenged inspection
and sends the information back to the GTM.

» Expired column is updated if the Contractor does not answer the challenged inspection
before the expiration date given by the GTM.

The second and third rows of the Inspections Uploaded table are:

» Last Night indicates the total number of inspections in any category from the previous
night.
* To Date indicates the total number of inspections to date for each category.

NOTE: In the Successfully Uploaded category, inspection summaries are only available for
the previous night. The message “Sorry, no records matched your query” displays if no
inspections were moved to CIDR the previous night.

Upload  |[Successfully
Problems | Uploaded Aecepted  Rejecied Fogied | Respomded | Espired

0 ] 0 1 0
I a 0 L a

3
£

To Date

By clicking on the number links (i.e., 1) in either category, the user can access the Inspection
Summaries page. The Inspection Summaries page lists the inspections, time uploaded or
downloaded, and any errors that occurred.
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Inspection Summaries Page
To access inspection summaries in either category:

1. Click on a number link (i.e., 1) in either the Last Night or To Date column in the Inspections
Uploaded table.

L S et et et [t |
Last Night 0 o 0 0 o i 0
[To Daie L 17 0 0 L it 0

2. The Inspection Summaries page displays.

Inspection Summaries

Below iz a sunsnary of updeaded Inspechions, Chck en an Inspection Mamber below to see more detadls

Inspection Mo, Time Uploaded Time Ervor Oeenrred Error

7 58527 [0B/101599 21:56:38 Mar 22 2000 1:26PM [Inspection Locked By BEAC
i SRSET ORI 992 21:56:38 LApr 19 2000 TOSEM  Inspechon Locked By EEAC
3 50527 |0R1071999 215638 Apr 20 2000 440PM  Tnspection Locked By REAC
4 59527 [0B/1071999 21:56.38 [Apr 21 2000 343PM Inspection Locked By REAC
5 59527 |DB/101999 21:56:38 [Apr 27 2000 3:38PM  Tnspection Locked By BEAC

_Cioss |

NOTE: The Inspection Summaries page lists each problem item (error) encountered while
uploading the inspections on a separate line.

3. Click on an inspection number link (i.e., 59527 in the second column) to view the basic
details of the inspection. The Inspection Details page displays.
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Inspection Detalls for Inspection 595217
Frapersy [Ix 10
Eeapertion Dl TS S 234029
Bl ineg -ceurc:
Huildirg Taral 1
Dewnlkng Tofal: 0
Vosrant Unii Coeri:
Fievboda Lhspominm
e nitic
Laxt Updaird: TR 2302
el I
Inspection Details
The Inspection Details table provides general background information on the physical
inspection. To return to the Inspection Uploads page, click on the Close button.
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Inspection Queries

Contractor Review - Inspection Query allows the user to view uploads, downloads, and
summary tables for the search criteria entered. The user can select any of the query fields to
execute a search including: Select Type, Area, Contract, Inspector ID, Status Date, Inspection
No. and Status.

contractor review

Created O May £ 26008 T00AM for Orgepiizafion "HUD"

Tpload |Successfully . .

‘ Problems  Uploaded Accepted Rejected | Posted |[Responded | Expired
Last Night |0 o 0 0 0 1 2
ToDate |5 182 0 0 0 L 2

select Type:

& View Tpload © View Download © View Summary

Area: Contract:

AL | =l

Inspector IT: Status Date:

From: I 2] &
- Ta: I ] 2
= (mm/ddfyyyy)

Inspection No.: Status:
|Successfu|lg,r Uploaded j

Wiew Llpload |

—= O |
—_

|
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Query Fields

The Query Fields are as follows:

» Select Type field allows the user to select the type of information to view. The user
can view uploaded inspections, downloaded inspections or inspection summaries
(which include downloaded and uploaded inspections).

» Area field allows the user to search for a specific physical inspection by clicking on
the drop-down arrow to display the list of areas. Select the area from the list or leave
this field to “All” to include all inspections in the search.

» Contract field allows the user to search a specific physical inspection by clicking on
the drop-down arrow to display the list of contracts. Select the contract from the list
or leave this field blank to include all the contracts in the search.

» Inspector ID field searches by the inspector’s ID number. Use the scroll bar to select
an inspector ID number from the list, type in the inspector ID number, or leave this
field blank to include all the inspectors in the search.

» Status Date searches for inspections within a range of dates, using the calendar box
to enter the beginning (From) and ending (To) dates of the time frame.

» Inspection No field allows the user to search a specific physical inspection by
entering the number of the inspection. Enter the inspection number or leave this field
blank to include all inspections in the search.

» Status field allows the users to search by the status of an inspection. Click on the

right drop-down arrow to display the list of statuses. Select a status from the list or
leave this field blank to include all statuses in the search.

To use the calendar box:

1. Click on the button to view the current month in the calendar box. The current date
is highlighted.
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B Calandar - Nelzcaps

1] =flapr =200

NOTE: Use the to erase the date in either the From or To Status Date fields.
2. To navigate in the calendar box to select a date:

* Click on a date (e.g.,12) to select a date in the current month.

* To move forward or backward by month, click on the or at the top of the calendar.
Click once per month.

* To move forward or backward by year, click on the or at the top of the calendar.
Click once per year.

» Users can also use the drop-down arrows to select the month and year from the Month
and Year menus. The calendar changes once the month and year are selected, and
users can then click on a specific date within the month.

3. The calendar box closes once a date is selected, or you can click on the X control icon to
close the window.

Query Buttons

The query button at the bottom of the Contractor Review — Inspection Query page reflects
what was chosen in the Select Type field.

& View Upload " View Download © View Summary
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If the View Upload radio button is selected then the View Upload query button displays at the
bottom of the page. The View Upload button provides a list of uploaded inspections based on
the query criteria entered.

Selecting the View Download radio button activates the View Upload query button. The View
Download query button generates a list of the inspections downloaded by the inspector(s)
based on the criteria entered.

The View Summary radio button displays both uploaded and downloaded inspections, based on
the query criteria entered.

View Uploads

The Inspection Uploads page lists all the physical inspections uploaded to CIDR, based on the
query criteria entered. The Status column indicates whether the upload is posted, accepted,
rejected, or new.

To view uploaded inspections:

1. Click on the View Upload radio button and select the search criteria on the Contractor
Review - Inspection Query page.

L]
contractor review
Creafed On May I 2000 T:09AM for Orgavizafion "HITD"
‘ PE;:ID:I?IS SE;';E::I?;JY Accepted Rejected | Posted |Responded | Expired
Last Night |0 0 0 0 0 i 2
ToDate 5 182 0 o o L 2
Select Type:
& View Upload C View Download © View Summary
Area: Contract:
AL = [ =l
Inspector ID: Status Date:
I From: I L <
= To: Ii LY &
11 =] (' dediyyyy)
Inspection No.: Status:
I |Successfu|ly Uploaded j
“Wiew  Upload |
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2. Click on the View Upload button. The Inspection Uploads page
displays.
Inspection Uploads
HUD
Scenssfilly Uplseded Serpeciions
19 Rerards forund

Inspector Inspection Mo, | Time Upleaded Status
1 GALMAN TR (HOTSEZ) | 105001 (o4 1998 2 1540 MANUAL CHECELIST
2 | LAMON H13614) 1006473 [Mevd 1998 1008FM | MANUAL CHECELIST
3 [GALMAN TR (HOT&ED 1050075 Mo 4 1598 1008FM MANTTAL CHECELIST
4 | PATEL (HO7EM4) 1008400 [Mow 51998 10:12FM | MANUAL CHECELIST
ITT | ATS (12345 007 Fel 16 2000 4:00PBL PCOETED
I WEEER (HO357E) 1052072 Bdar 13 2000 12:11AR ACCEFTED
1™ WEEE (H1357E) 1052017 Bfar 20 2000 12:11AK ACCEFTED
180  WOMG (EHISS0T 10FanE: Dar 28 2000 12 134K ACCEFTED
181  CAPERTOM JTE (H10345 108IFE Ilar =0 2000 12124 ACCEFTED
182 ARCARA (HMSM) 1082081 Mar 30 2000 12:128M ACCENTED
18 WONG (HISET) 1052085 Apr 32000 1213AM ACCENTED
184 | CAPERTON TR (HI10M9) | 1052080 [Ape 6 2000 12118M ACCEPTED
185 PATEL (HOTEM) 1082107 [Ape 6 2000 12118M ACCEPTED
186 PATEL (HOTEM) 1052104 [Ape 7 2000 12 114M ACCEPTED
187 | ATS (H12345) 2005 [Apr 19 2000 T09FM NEW
188 ATS (H12345) 51001 |Apr 27 2000 333PM POSTED
189 ATS (H12345) 51003 |Apr 27 2000 38PN HEW
190 | ATS (H12345) 51003 | Apr 27 2000 333PM HEW
181  ATS (H12345) 51378 Fopr 27 2000 3 3EFM HEW

Change Search Criteris |

This page lists inspections that successfully uploaded. Use the scroll bar to view the entire
Inspection Uploads list.

Change Search Criteria

NOTE: A button is available on this page. This button
allows the user to return to the query page to enter different search criteria.
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To view basic details for an inspection:

1. Click on an inspection number link on the Inspection Uploads page. The Inspection
Details page displays.

Inspection Details for ITnspection 3007
Property I B
Properiy Address Hesditl
edf111
R 111, WA M55
Inspactsan Date D400 14 =05
Huilding Coenl:
Tuilding Tetal: £
Trwalbng Toisk e
Varane Unit Cvani:
Provions Inspectian:
LT T Fag
Lt Ulpsdatind: Qr4ra0nn 4200
Chige |

2. Click on the Close button to return to the Inspection Uploads page.

View Downloads

The Inspection Downloads page lists the physical inspections downloaded by inspector for the
specified query criteria.

NOTE: A SNERES LHTETE button is available on this page. This button allows the

user to return to the query page to enter different search criteria.

To view downloads:

1. Click on the View Download radio button and select the search criteria on the Contractor
Review - Inspection Query page.
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contractor review

Created Cn May 2 2868 T:89AM for Orgavization "HLID™

Upload |Successfully . .
‘ Problems Uploaded Accepted [Rejected | Posted |Responded | Expired
Last Night [ 0 0 o 0 i [2
ToDate 5 182 0 i 0 1 2
Select Type:
C View Upload & View Download C View Summary
Area: Contract:
AL = [ =
Inspector ID: Status Date:
I From: I kY &
0 = Tor I Bl &
11 = (mrmy'ddisyy)
Inspection No.: Status:

|

|Down|0aded Inspections j

“iew Download |

2. Click on the

Wiewy Diownload

button. The Inspection Download page displays.

- W W Lk W R e

£ g

| R T

(LERLT) B L R B

AL AT A R
YiRCovTIr foue

laspreetnr  [riperiion Me. Timse Thimendiepled St
] ] w2l 11: L3115 LA T
RE3IT L LA E
| Lk b 33 1 LEC 1
ka0 Z SO0 hiar 32300 152 37 P £
| L | LES 4 T FH I
hE30Z hlar 5 1 I E
T |5 5 Ak I
430 % hiar 133 i A E
L I | H
LT '] hpr T 2000 4414 ¥ I
11 fopr 1002 i 1)

= L
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3. Click on an inspection number link to view the basic information on an inspection. The
Inspection Details page displays.

Inspection Details for Inspection 5007
Froperiy 1D 135
Property Address: %4111
w4111
L1111, VA 3455
TnspctEn Date: 2000 14 =05

Huilding Cuenl: 3
Tuilding Tatal: L

Drwmlbng Trisk D

Warans nit Couni;

Previons Inspectian:

Cammeaee Fas

Lo Llpslatindz Q2rdraon 14 E05

4. From the Inspection Details page click on the close button to return to the Inspection
Downloads page.

NOTE: If an error occurred during the download, the Status column provides a status error link.

To view the error message:

1. Click on the failed number link (i.e., EAILED-11). The Inspection Errors Query message
displays.

T

i Umtifled Document - Mebacane

Inspection Query—Errors

A Item Ervor Oeewrred during this transaction.
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View Summary

The Inspection Summary page lists all the inspections that have been uploaded and
downloaded within the query criteria.

Change Criteria

NOTE: A button is available on this page. This button allows the
user to return to the query page to enter different search criteria.

To view inspection summaries:

1. Click on the View Summary radio button and select the search criteria on the Contractors
Review - Inspection Query page.

L]
contractor review
Created O May 3 2066 T8940 for O ganization "HUD™
Upload |8 full . .
‘ Prupth:ms Tl};';ll::;edy Accepted |Rejected | Posted Responded | Expired
Last Night |0 o 0 o o i 2
ToDate |3 182 0 0 o 1 2
Select Type:
© View Upload € View Download & View Summary
Area: Contract:
AL = [ =l
Inspector ID: Status Date:
I From: I ki &«
0 - To I— L &
11 =] (o ddfyyry)
Inspection Mo.: Status:
I IAII Inspections v|
View Summary |

YWiew Summans

2. Click on the button. The Inspection Summary page displays.
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Inspection Surmmary
Hiw Fat Provosed hupeckorn
5 Bacrdd fousd
[ [ Isperter [ Tgeeiticn. e, [ Tinwt Tpdoaded s
|x | a2 EEG | sz 4/A0800 151027 [T
2 [ a5 gazazan [z DAGN00 123117 oE
3 [ars mrazan [z 4t a0 10230 [ oE
a [ 473 pazmesy [ san2 a0 11314 [
|s [ a13 23 [ e | e e 11208 [ oK
Sk b Saping dupection
0 o s
[ [re— [ Inspecen K. [ T Tplesdbel [ Srads
[ ATE LS shis [ S 24 3000 357 04t 0RE FAILED- 134
[z ATE (HIDAR 08 [ 2 24 2000 3:27 80 000mRe EAILED-15
[ ATE (HILHS) i [ 3o 24 2000 3.57 04000 0RE FAILED-15
[4 ATEHIZHE 0038 [ 200 28 3000 3:57 34 000p0 FALED-138
5 ATE (HIBEA5 | 520 [2en 24 3000 3.57 04 00000 [ FALLED. 136
[2e [ ars Ezn Fe T T4 2000 35744 900FH [ FAZED.16
|an | ATs muzzes) 0 s B 000 537 48 AOUFM [ FARED- 136
|an [ ars Enazan 00 Fa T4 2000 3:5744 0GR [ EARED 135
pr———
200 huoreds foorsd
Dowilsaded Bupaiss
200 vl foerat
[ | e [ Inapaction B [ Tirue Brunioed [ Séi
[ e [ 205 | #or3 2000 1500600070 [ox
[ ¢ Mz [ 00k [ aped 2000 1582 po0pal 3
[ | cnaazon [ D07 | a3 3000 L3406 DG [z
T | nr | dpe 7 000 v sz000R [ o
| as |omsazon [ 207 | agm 7 3000 4 2352 0000 [ o
[ am sz | T [ sprt 08 aLAT D006 [ ek
Change Csla |

3. Click on an inspection number link to view details on that inspection from either the Upload
or Download table. The Inspection Details page displays.
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Inspection Details for ITnspection 3007

Property I 18350
[Property Address: | 24111
w111

111, WA 55
Inspeetian Dt D400 14705

Huilding Cueal: 3

Tuilding Tetal: £

remlbng Toink o

Varaee Unit Coani:

[[ee— Fas

Lt Upsdaned: QA0 14305
Chise

4. Click on the Close button to return to the Inspection Summaries page from the Inspection

Details page.
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Accessing the Contractor Review Inbox
1. Click on one of the following field links: Posted, Responded, or Expired.
contractor review
Creafed On May I 2068 T:094M for Or gavizafion "HUD"
Upload |Successfully . .
‘ Problems | Uploaded Accepted |Rejected | Posted |(Responded | Expired
Last Night |0 o o o 0 n 2
ToDate |5 182 0 0 o 1 2
Select Type:
& View Upload © View Download © View Sumimary
Area: Contract:
AL = | =l
Inspector ID: Status Date:
From:l [y <
0 il To:l [ &
11 =l (o Ay
Inspection No.: Status:
I |Suu:u:essfu|ly Unloaded j
“iew Upload |
The Contractor Inbox displays:
Contractor Review - Contractor Inbax
Sorted By: I Inspection Number ;I
In=spection Inspector Expiration # of # of Ready for
Mu mber 10 Froperty Mame D=t Status Correction=s |Problems HUD
S007F H1z2345 |CHARLES F. GREENE HOMES111 |05-0:3-2000 Fosted 1 4 Mo
S1001 H1z2345 |New BURNWOOD Estates 05-04- 2000 Fosted 3 G Mo
SR52T HO4974  |THROOF HSWG DEVELOFMENT  |03-34-2000 |Responded ) 4 Sent
Inspections posted with a future start date do not appearin this inbox.
Badito Contractor Home Page
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NOTE: Click on the Sorted By drop-down arrow, if applicable, to select how the data in the
Inbox should be sorted. The sort default is by Inspection Number.

NOTE: Inspections posted with a future start date do not appear in the Inbox.

2. Click on the Inspection Number link, the Contractor Review - Property page displays.

NOTE: Changes cannot be made to inspections with a status of “Expired” or “Responded”.
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Contractor Review - Property Page

The Contractor can make changes to the challenged property information and provide
comments. If the property information is not challenged, all fields are view only and the
Contractor Comments field is not visible.

Conractor Review - Propety
i Froperty Eprti cipgnk Bulging Jilai®. Ll i BT
Inegpaobi oy R w007 Fropasry 10 15350
Inespaeobor i HA2 248
Unedicmier Feguirsd el
FamaAES Dulw Upl owded Inspection:
*Property Hame CHARLES F. GHEEME HOMES |CHORLES F. GREEHE HOMEE
EProepeprty daTirass Linad 1T
i Joviesad
Fropaiy Sddreis Lire r““..
2
*City fersadi 111
=aalu |'I|||:| i LI
— =l
"Presnie ks [:.:ﬁ-‘..':-llﬁ.': E:t I:III‘E
Coamuimenis:
TSNS il | Theig: & & bt
™ Rl el dnrcoamsaionn b bes sap
Riww | Fagiart I

1. Update the necessary fields and enter the Contractor’s comments in the Contractor
Comments field.

NOTE: All required fields must be updated. Required fields are marked with an
asterisk (*).

If the required information has already been supplied, click on the checkbox
directly under Contractor Comments. The system updates the Contractor
Comments field.

The Contractor Comments field must be updated manually or by the system.
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2. Click on the Save button to save the updated information. To return fields to the original
values, click on the Reset button.

NOTE: Updated data will be lost if it is not saved before going to the next tab.
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Contractor Review - Participant Page

The Contractor can make changes to the challenged participant information and provide
comments. If the participant information is not challenged, all fields are view only and the
Contractor Comments field is not visible.

1. Click on the Participant tab and the Contractor Review — Participant page displays.

onracton Revien - Bam cipant
D Pty Poriialpant Buddng Hesrddins Eano i o]
Frapacticn Munbar ST Froparty Ik TEIID
ncpaoior IO HiZE3=E
Fropasiss Frogram DFica . Ful b Haumrsg
Raqired Parlicipanie: vt ik,
! rediczmlen Raspuiresd Culs
EEWEDE Dulm Uplewsed Insastion
Foartd ol pwd 10 LT
e garaceh o Haren fra=_swg_nara
™ TT OwrsawPHE | E—
T Clarunca H fraw_fre_rara
Vi okl g e Jraw_ridas. poarns
"Lt Hura Cuig. = o _rave
SPhecrel bmbar: SRR I'!" . EE] Bk [1TH
I - IR0 1 [EEIECT
E-remdl akdrmrn: pragmea cam
®igicirann Lires 1: A0 H RN VY EWUE F:lw-_:bli_ﬁ.ll:-l-
SabiwEE L 3 fram_azé_marrbar
.'Hlp. BRID-EFCRT Fa=_car
=g 12 marsg i agd [l\.m‘-u,. 3
.'hl Ol .Ilj.n'. F.‘H
Com e vt
TR B This b & Bl
ERpRa: |
I~ Paquired vl rroriion has Esar ppplisd.
] | LT |

2. Update the necessary fields and enter the Contractor's comments in the Contractor

Comments field.

NOTE: All required fields must be updated. Required fields are marked with an asterisk (*).
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If the required information has already been supplied, click on the checkbox directly
under Contractor Comments. The system updates the Contractor Comments field.

The Contractor Comments field must be updated manually or by the system.

3. Click on the Save button to save the updated information. To return fields to the original
values, click on the Reset button.

NOTE: Updated data will be lost if it is not saved before going to the next tab.
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Contractor Review — Building Page

The Contractor can make changes to the challenged items and provide comments. If the
Building information is not challenged, the Contractor Comments field is not visible.

1. Click the Building tab, the Contractor Review — Building page displays.

Contractor Heview - Building

Imbnz: Froperty Fartici pant Building NasOefects Sample SurnrmaEry
Inspection Mumber: 5007 Froperty 10: 18350
Inspector 10: HAZZ445
Building 1
Namea: 1
Building Type: Cuplex
Construction Year: |1111
Devwvalling Units: 2
Uninspectable Rezons: Mone Enterad

Building Comments:

Strest Line 1: |23423_new
Strest Line 2: |2134_new
City: |32 _new
State: I‘u‘irginia ;I
Zip [aizza | fizza
Comments
GTMEngineer: This is a test.
[
Contractor:

I_ Required infarmation has been supplied.

Savel Reset |
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2. Click on the Save button to save the updated information. To return to the Building page,
click on the Cancel button. The Building page displays.

3. Update the necessary fields and enter the Contractor's comments on the Building page.
NOTE: The Contractor Comments field must be updated.

4. Click on the Save button to save the updated information. To return fields to the original
values, click on the Reset button.

NOTE: Updated data will be lost if it is not saved before going to the next tab.

May 3, 2000 34



Physical Assessment Subsystem (PASS)
Checklist
Contractor Review Quick Reference Guide

Contractor Review — NA/Defects Page

The Contractor can make changes to the challenged items and provide comments. If an item is
not challenged, the NA/Defects page is not visible.

1. Click the NA/Defects tab, the Contractor Review — NA/Defects page displays.

Contractor Review - NADefects

Inbvzz: FProperty Participant Euilding MNAfDefects Sample Surnrmary
Inspection Mumber: s00a7 Froperty 10: 18350
Inspector 10: H12345
Froperty Mame: CHARLES F. GREEME HOMES 111

Froblems: 1-3 of 3

Lacafian FPrablenm
Location: Site - Site
Flay Areas and Equipment

Ceteriorated Play Area Suface™ . Delete i« Lz o Lz
Comments:

GTh/Engineer: Comment is incomplete.

Cortractor:

= |E

Location: Building 1 - Unit - Dwelling Lnit?

Ceiling

Bulging/Budkling [ Delete i L3
Comments:

GTh/Engineer: Comment appearsto be unrelated to observed deficiency.
Contractor:

[ |
[ |

Save | Rezet I
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2. Click on the L3 link if the rating is L3. The Item’s Comments page displays and allows the
entry of a new location and comments for the L3 item.

I Item's Comments - Netscape

K vou wish to heap the cigimal Location and Commvends, just Leanre Huern hland:.

Location: dfigd
Comments: dfg
INew Location: ﬂ
=
New Commenis: :I
=

Save Cancel

3. Click on the Save button to save the updated information. To return to the NA/Defects
page, click on the Cancel button. The NA/Defects page displays.

4. Update the necessary fields and enter the Contractor’'s comments on the NA/Defects page.
NOTE: The Contractor Comments field must be updated.

5. Click on the Save button to save the updated information. To return fields to the original
values, click on the Reset button.

NOTE: Updated data will be lost if not saved before going to the next tab.
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Contractor Review — Sample Page

If the sample is challenged, the Contractor can only update the Contractor Comments field. If
the sample is not challenged, the Contractor Comments field is not visible.

1. Click the Sample tab, the Contractor Review — Sample page displays.

Contractor Review - Sample
Inbos Froperty Farticipant Euilding NAsOefacts Sample Surnmary
Inspection Humber: a007 Froperty 10: 18350
Inspector 10: H1Z23245
Sample Inspection
Total Buildings: 2 2
Sample Inspection
Total Units: =1 l

2. Enter the Contractor's comments in the Contractor Comments field.
NOTE: The Contractor Comments field must be updated.

3. Click on the Save button to save the updated information. To return the Contractor
Comments field to the original value, click on the Reset button.

NOTE: Updated data will be lost if not saved before going to the next tab.
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Contractor Review - Summary Page

This page provides the Contractor with a summary list of the inspections challenged items.

Click on the Summary tab. The Contractor Review — Summary page displays.

# Contractor Resiow - Summary

CHAELEE F. ARG s imilE safify L GEEEmD HiuEdi1n
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To copy the Summary Page into a file:

1. Accessthe Summary page.

# Contractor Resiow - Summary

CHAELEE F. ARG s imilE safify L GEEEmD HiuEdi1n

Carmraninag iesrspiin Flron oo mddy

ul g gl L1 Lonsbaer digd
Lamwmidi Ik
L= =i appupni be 1 abarnd Fluma romu widy
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2. Click on File Menu.

e

M e

Open Page...

Chrl+0

Have
Save bz

Fublizh...

[Etr|+

Send Fage
Browze Fage

Print

Print.

Fage Setup...

Fresiew

E xit

Cloze

Chrl+af
Chrl+

3. Select Save As menu option. The Save As dialogue box displays. Select where to save
the file and enter the File Name with the extension .htm. In the example below the file name

is Summary and the extension is .htm.

Save Az ..
Save jn; IQ (0]
Pazz
Perzonal
ir_suammary
Surnmary. cfn
test
File name: ISummar_l,l.htm Save I
Save as type: Ir-\ll Files [7.7] j Cancel |

4. Click on the

Save

button.
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5. Click on the File Menu.
gﬂew
Qpen Page... Chl+0
Have [ty +E
Save bz
Fublish...
Send Page
Browse Page
Fage Setup...
Frint Prexisw
Frint....
Cloze Chrl+f
E it Clrl+C1
6. Select Open Page menu option. The Open Page dialogue box displays.
Enter the “World “Wide Web location [URL] or specify the local file you would
like to open:
I Choose File. . |
Dpen lacation or file in:  © Compozer
= Navigator Open I Cancel | Help |
. Chooze File. .. . .
7. Click on the button. The Open dialogue box displays.
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Open

Laak jr: IQ (0] j gl

File name: ISummar_l,l

Filez of type: IHTML Files j Cancel |

Open

8. Click on the appropriate file.

9. Click on the L_2%®"__Iphutton. The Open Page dialogue box displays with the pathname

of the selected file.

Open Page

E nter the “orld Yide YWeb lozation [URL] or specify the local file pou would
ke bo open:

ID:'\S urnmary. hitrm

Open lacation or filz in. ¢ Composer
Cancel

&+ Mavigator

| Help

Choose File... |

10. Click on the L_2P%" | putton. The Summary page displays as an htm file.
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# Contractor Resiow - Summary

CHaBLEE F. AR HD s mdE sefilh T oGERERG Hlmbdt1n
gt
PR
e
“dugicdm
]
LAY Fel 30

Thin i bl

NOTE: This file can be attached to an email and sent to the appropriate inspector.
43
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Contractor Review —Contractor Inbox Page

1. Click on the Inbox tab after all necessary changes have been made. The Contractor
Review — Contractor Inbox page displays.

Contractor Review - Contractar Inbox

Sorted By | Inspection Humber ;l

Inspaction |Inspector | i Expiration #of #cf | Readyfor
Musrntnar 18] Property Hame | D=te Status Corrections |Problems | HUD
S007 | HAZ345 [CHARLES F. GREENE HOMES411 |0d-28-2000 Fosted 5 5 | ES
SQ527 HOSQ74 ;Ti-IREIDF' HENG DEVELOPMENT !D]~31-21:IIZIEI Responded e < | Sent

Inspections posted with a future start date do not appearin thisinbox.
Backto Contractor Home Fage

2. Click on the Yes link in the Ready For HUD column to send the updated inspection back to
the appropriate Inspection Review — GTM Inbox.

NOTE: The # of Corrections must equal the # of Problems before the Yes link appears in
the Ready For HUD column.

3. Click OK on the message window to resubmit the inspection. The Yes link changes on the
Contractor Inbox page to Sent, and the Status field changes from Posted to Responded.

www?_hud_gov - [JavaScript Application] Ed

@ Are pou sure you want to resubmit this inspection’?

: Carcel |

The inspection remains in the Contractor’s Inbox until the inspection is completed by HUD.

May 3, 2000 44



Physical Assessment Subsystem (PASS)
Checklist
Contractor Review Quick Reference Guide

Exiting Contractor Review

Users can exit the Contractor Review at any time. Remember to save any changes before
exiting. To exit the system, click on the button located at the top of any checklist page.
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